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Using This Handbook 

The purpose of this booklet is to help you learn about Commerce 
and your benefits, rights, and responsibilities as a Commerce 
employee. 

The easiest and best way to use it is first to read it for general under- 
standing. Next, when you need to get some specifics about a particular 
subject, look it up in the table of contents and reread that part care- 
fully. You may want to highlight or underline those items for quick 
reference. 

If, after careful reading, you still have questions or need more infor- 
mation, ask your supervisor or your personnel office. 

A suggestion: Keep this manual with your permanent records. As 
situations occur and you make job decisions, it will be a continuing 
source of accurate information. 



About Commerce 



The U.S. Department of Commerce is some 35,000 Americans whose jobs are tc 
promote the Nation's economic growth through an extraordinarily wide range o1 
economic, scientific, and technical activities such as: 

Taking the Nation's economic pulse to answer the question, "How's business?" 

Advancing science and technology and conducting basic research in such fields 
as meteorology, oceanography, properties of materials, and measurement 
standards. 

Taking censuses of population, housing, and economic activities to provide sta- 
tistical guidelines for an expanding economy. 

Disseminating scientific and technical information about new products and 
processes. 

Encouraging invention and innovation through patents. 

Increasing tourist travel to the United States. 

Promoting international trade. 

Providing business services for prosperity and national security. 

Helping to promote new industry in economically distressed areas, and to establish 
new minority enterprises and expand existing ones. 

The primary organizations in Commerce are the Office of the Secretary, the Bureau 
of Economic Analysis, the Bureau of Export Administration, the Bureau of the 
Census, the Economic Development Administration, the International Trade 
Administration, the Minority Business Development Agency, the National Bureau 
of Standards, the National Oceanic and Atmospheric Administration, the Nationa 
Telecommunications and Information Administration, the National Technical Informa- 
tion Service, the Office of Economic Affairs, the Office of Inspector General, the 
Patent and Trademark Office, and the United States Travel and Tourism Adminis- 
tration. Each of these organizations has its own unique contributions to make tc 
Commerce's mission, "to foster, serve, and promote the Nation's economic develop- 
ment and technological advancement." The following chart displays the organizationa 
structure of the Department. 

On a visit to the Commerce Department October 19, 1987, President Ronalc 
Reagan said this; "I can't think of a department with a more noble purpose, one 
more central to the long-term welfare of our Nation, than this one. If it is true, as 
believe it is, that trade and economic relations are the bricks and mortar in the 
temple of world peace, then your Department is a Department of Peace." 



- ~ 

1 CO p 

to ir < 

LU 3 cc 



LU 
O 
DC 
UJ 

S 

O 

o 

IL 

o 

I- 

ULJ 

^ 

OC 

< 

Q, 
LU 
O 

CO 
D 

























2 , 

SS 

si 


LU < O 






i < UL 

zz 














EC UJ w 
H~ Q. n_ j? 
























= 
O 
u. 


Z. 




















S 3 g 

O uj uJ < 

m c > > DC 

CO o UJ UJ t 














































h- W 
































5>Q 

UJ > < z 

uj|5p 






CC 

o 

s 


U.W 

o^ 






Z o 02 
PI 52 

to O O Q 
55 z z < 
co o o 






























MMI 


oS 
zgo 

?^ii 






UJ 

cc 
5 


<LU 

LUO 

=; uj 

S|= 






UJ LU 
























cc 


CO 
OC 






03 CC O ~ 

J8B 









































jo 













































</) u 

DC 


-s 




















, 


I 

C 

c 

* 


) 

I 
1 






ANT SECRETARY 


DMINISTRATION 






R TO THE SECRET 


)F PUBLIC AFFAIRS 




i 


o 
o 

UJ 




m^ 


CONOMIST 




MM 


cc 

g 

o 


EAUOF 
C ANALYSIS 






(fs y 

ffiS 

z O 

o |< 

o ^ S 


u 

z 


i 

3 






I 


cc 

S 






3 


y 

u. 

s 












111 

u. 

UJ 

O 






tr 

Q 


BUR 
ECONOM 






UJ > 5 

c b S. 

3 

z LJJ 














































2 S 














































Q 














































































Z 

UJ 

S 














































o 




















h 




> 
re 
2 


s 






5i 
2 

</> 






ARY FOR 
STRATION 


OF 
STRATION 




mmm 


ASSISTANT S 
FOF 
EXPORT ENFC 














QQ 

> CO Zh- 




K 



> 




^ 








5 






uj z 


3^ 




















UJ 2 P z^ 2 

3 S 




!i 


> 




aj 

> 


% 






H 






uj Q 


Si 




















l|i S|g 




(f 


) 




c 
o 









O 






UNDER S 
EXPORT / 


BL 
EXPORT / 






r SECRETARY 
EXPORT 
STRATION 














^^ g 

^s* 1 P 

"1 
































cc z 
PS 














































1 






























































TARY FOR 1 


AL AFFAIRS | 




3. 

CC 

H! 






SS LIAISON 




1 
< 














z 






SECRETARY 


R 
ELOPMENT 






DC ' -, ^ 

o < o g 

0<g 


ASSISTANT SECRE 


TERGOVERNMENT 




UJ 

a 
a. 
O 

o 

a 

M 

3 






JFFICEOFBUSINE 




HER DEPARTMEN 






(VRYFOR 
.TRADE 


^s 






ASSISTANT J 
FORIM 
ADMIN1S1 






ASSISTANT 


FC 
TRADE DEV 






^ < ^ < 

z m^ 


















o 






QJ 














































og 

UJ *- 


b z 














































ii 

LU < 

Z 






OC -1 

< < > 

53 






< 
CC 
UJ 


UJ 

$ 




































_ 


lio 






UJ 

O 


2^ 






I K 
































ASSISTANT 
FOR INTE 
ECONON 






DIRECTOR 


U.S. AND 
COMMERC 






> I- tO 
OC < i 

^S:^ Q g 

C S K 1 












































Mi 


UJ UJ Jr 2 LU LL 

w Z UJ Q UT 






















MBB 


ICRETARY 
^ISTRATOR 


CEANIC AND 
PHERIC 
TRATION 






SECRETARY 
3R 
TMOSPHERE 
MINISTRATOR 














z 5 < cc 

to I < 
to S 

m O 
< 



ER S 
ADMI 



)NAL O 
MMOS 
DMINIS 



STANT S 
FO 
*NS & AT 
UTY AD 



Filling Jobs 



Merit Principle 

Most of the jobs in Commerce are filled under the 
competitive civil service system, which is governed 
by merit principles. Under the merit system, job 
vacancies are made known, candidates compete 
for the vacancies on the basis of individual qual- 
ifications, and selections are made without regard 
to any non-merit factor. The minimum qualifica- 
tions for most jobs are fixed by the Office of 
Personnel Management and are the same through- 
out the Government. However, the method of 
advertising vacancies and rating qualified can- 
didates varies with the job and the organization. 
You may want to find out how vacancies are adver- 
tised in your organization. 

Equal Opportunity 

Commerce offers equal opportunity in all employ- 
ment matters to all persons. No employment deci- 
sion is made on the basis of race, color, religion, 
handicapping condition, lawful political affiliation, 
national origin, age, marital status, or any other 
non-merit factor. The Department not only pro- 
hibits discrimination, it promotes equality of oppor- 
tunity through its affirmative action programs. 

Kinds of Appointments 

Career Conditional. Most new appointments 
in the Federal service are of this kind, when the 
person competes successfully in an open, competi- 
tive civil service exam and is appointed to a per- 
manent position. Career conditional employees may 
take other jobs in the competitive service without 
having to compete on another civil service exam. 
Their status also gives career conditional employ- 
ees a variety of rights, including retention stand- 
ing in reductions in force and due process rights 
in involuntary separations after a year of service. 

Career. Three years of continuous Federal 
service in a competitive position as a career con- 
ditional employee confers career status. In addi- 
tion to the rights of career conditional employees, 
career employees enjoy indefinite reinstatement 
rights and the highest retention standing during 
reductions in force. 

Temporary. These appointments are usually 
made when there are short-term projects that 
require additional employees for a year or less. 
Temporary appointments may be terminated at a 
predetermined time, or at any point up to the maxi- 
mum length of the appointment. 



Excepted. Some appointments are excep 
from the requirements of the competitive rr 
system. For example, attorneys, consultants, ( 
sus enumerators, vessel employees, some stut 
trainees, and Presidential appointees are not in 
competitive service. The filling of these positi 
is not covered by the rules of the merit system. 

Senior Executive Service. Positions ab 
the GS-15 (or equivalent), other than consult? 
or experts, and positions filled by the Presic 
with the consent of the Senate, are filled by app< 
ment to the Senior Executive Service (SES). Tl 
are several kinds of SES appointees. Career app< 
ees are Senior Executives whose current or pi 
ous appointment to an SES position was basec 
competition and approval by the Office of Pen 
nel Management of the individuals' executive m 
gerial qualifications. Other kinds of SES appc 
ments are limited term, limited emergency, < 
noncareer appointment. 

U.S. & Foreign Commercial Service. 

Department has more than 1,000 employee 
the Foreign Service, promoting U.S. trade 
exports throughout the world (more than 70 o 
seas posts). Because of the nature of the w 
the US&FCS has a separate personnel systerr 
appointments, promotion, and recognition. 

Probationary or Trial Period 

Most career conditional employees and emp 
ees on indefinite appointments in the excef 
service serve a one-year probationary or trial pe 
Some professional employees of the National Bu 
of Standards may serve a probationary perio 
up to three years. It is the final step of the si 
tion process, during which the employee's c 
petence and suitability for permanent employr 
are evaluated. Probationary employees ma^ 
separated merely by written notice that their 
tinued employment is not in the interests of 
Government. New supervisors and managers 
have to serve a probationary period; if they are 
successful, they have a right to return to theii 
job or a similar one. 

Changing Jobs in the Department 

Reassignment. Three months after your 
appointment, you become eligible to be reassigne 
another job at your grade level that you are q 
fied to do by your experience and education. Sc 
times, the organization may request or require 
you accept a new position, either locally or in anc 
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3 new job for yourself and apply to be reassigned. 
In most cases, the job changes are made by mutual 
agreement, and any expenses (e.g., travel and 
transportation) required of the employee are paid 
by the agency. 

Promotions. Most jobs have a fixed career 
ladder; that is, a highest grade level to which most 
people in the job can expect to be promoted. If 
your first appointment in the Department is not at 
the highest level permitted for your job, you may 
be considered for promotion to the next grade or 
level as you assume increasingly difficult or respon- 
sible duties. However, civil service regulations 
demand that a certain minimum amount of time 
(usually one year) be spent at your current grade 
before promotion to the next level. 



many jout> in nie utJiJarLinerii art? mieu uumpeu- 
tively from within the Federal service. In these 
cases, the job vacancy is announced (keep an eye 
on your bulletin boards and job announcement pub- 
lications) and the organization invites applications. 
The qualifications of all applicants are evaluated 
by preset standards, and a selection is made from 
among the best-qualified. Your own personnel 
office can advise you of how to track vacancy 
announcements. 

Details. A detail is a temporary assignment 
to another position. A detail may be necessary 
when there is a peak workload to be handled or 
when some other emergency situation arises. 
Ordinarily, details are for short periods. 



Pay 



Pay Day 

Most Department employees are paid every two 
weeks, usually every other Thursday. There is a 
time lag of 12 days between the end of a pay 
period and the pay day for that period. You can 
arrange to have your check mailed to your bank, 
deposited in a credit union account, or mailed to 
your residence address. 

Pay and Deductions 

Each pay period, you will receive a statement of 
earnings mailed to your residence address that 
shows the amount of your gross pay, the amount 
for each deduction, and the amount of take-home 
pay. The following deductions will be made: Fed- 
eral income tax; state or D.C. tax; local tax; retire- 
ment for employees under Civil Service retirement 
system, and/or Social Security; group life insur- 
ance, unless you have waived coverage, and health 
insurance plans. Deductions may also be made at 
your request for U.S. Savings Bonds, for contribu- 
tions to the Combined Federal Campaign, for union 
dues, the Federal Employees Retirement System 
Thrift Savings Plan, or for allotments to a credit 
union or other savings institution. 

Pay Systems 

There are four primary pay systems in Commerce. 

Most Department employees are under the "Gen- 
eral Schedule" (GS) for white collar employees in 
administrative, technical, or clerical positions. The 
rate of pay for each GS grade (1-18), and for steps 
within the grade, are uniform nationwide and are 
fixed by law. Pay is adjusted periodically by the 
President and the Congress, depending on changes 
in pay rates in comparable positions in private 
industry, and a variety of other factors. 

Employees who are supervisors or management 
officials in occupations covered by the General 
Schedule and who are in positions classifiable at 
the GS-13, 14, or 15 level, are paid under the 
Performance Management and Recognition Sys- 
tem (PMRS). The pay ranges for each grade under 
PMRS correspond to the GS pay range of the same 
grade, and so, like the GS, the pay ranges for each 
GM grade are uniform nationwide and may be 
adjusted periodically. However, PMRS pay ranges 
do not include the fixed steps found in the Gen- 
eral Schedule. 

Blue collar workers are paid under the Prevailing 
Rate System. These positions are often called 



"Wage Grade" or "Wage Board" jobs, and 
designated as WG, WS, WL, WP, Wl, WN 
WD. Rates of pay for these jobs are differen 
different localities and are set by periodic surv 
of the rates being paid by typical employer 
each locality. Wage marine employees are p 
according to industry standards. 

Senior Executive Service employees are paid und 
system established by the Civil Service Ref< 
Act of 1978 for most employees previously gra 
at the GS-16 to GS-18 level under the Gen 
Schedule, and for some employees of the Ext 
tive Schedule. There are six pay levels in the : 
pay system, the lowest corresponding to the 
step of a GS-16. Individual rates of pay are d 
mined by qualifications, performance, and p 
tion requirements. 

Except for Senior Executives, the grade of \ 
position controls how much you can be paid. S 
exact pay within the range allowed for that gr 
may be affected by your time in grade and the I 
of your performance. SES positions are not g 
ed; the pay level (e.g., ES-5) set for an emplc 
refers only to the pay rate for that level an 
independent of the duties and responsibilities 
the job. 

Pay for Your Position 

Managers and supervisors in charge of progr, 
decide how the work will be organized and v 
the duties of each job will be. For every jol 
formal position description is written, and 
should have, or will receive, a copy of yours. 

Position classifiers in the personnel office c 
pare the duties of your job with a set of governrr 
wide job grading standards. The standards desc 
the level of difficulty and responsibility, and 
qualifications for each grade in each line of w 
These standards are used to set the grade of > 
position, and they are available for you to rev 
in your servicing personnel office. 

Pay Increases 

Under the General Schedule, there are up to 10 
rates called steps within each grade. Usually, 
employees start at the first step. There is a dei 
minimum "waiting period" before a GS emplc 
can advance to the next step of the grade, 
steps 2, 3, and 4, the waiting period is 52 we 
for steps 5, 6, and 7, it is 104 weeks; for step 
9, and 10, it is 156 weeks. If, at the end of 



waiting period, a GS employee is performing at an 
acceptable level, a pay increase to the next step is 
granted. In cases of exceptionally high perform- 
ance, an employee may advance a step during the 
waiting period. 

PMRS employees advance through the pay ranges 
of their grades solely on the basis of their per- 
formance ratings. PMRS employees rated fully suc- 
cessfully or higher receive merit increases ranging 
from about 1 to 3% of their base pay. Periodically, 
these employees may receive increases in pay 
called comparability adjustments or general in- 
creases. 

Under the Prevailing Rate system, each grade of a 
regular wage schedule has five rates to which an 
employee may progress with satisfactory work 
performance. There may be differences for other 
prevailing rate wage schedules such as those in 
the printing occupations. Employees under a regular 
wage schedule may advance to Rate 2 after 26 
weeks at Rate 1; to Rate 3 after 78 weeks at Rate 
2; and to Rates 4 and 5 after 104 weeks at the next 
lower rate. 

Pay increases for SES employees result from peri- 
odic adjustments by the President in the six basic 
rates of pay, and from performance-related factors. 

Premium Pay 

Overtime Pay. There is extra pay for over- 
time work scheduled and approved in advance. 
Unless you are working under a non-traditional 
work schedule, you earn overtime pay when you 
work more than eight hours in a day or more than 
40 hours in a week, but only if the work is officially 
ordered or approved, or if overtime pay is otherwise 
required by law. The overtime rate is one and a 
half times the usual hourly rate, except that GS 
employees who are exempt from the Fair Labor 
Standards Act may not be paid an overtime rate 
more than one and a half times the minimum rate 
of a GS-10. Under certain conditions (see your 
personnel office), some employees may be given 
compensatory time off instead of overtime pay. 

Holiday Pay. If you have to work on a holi- 
day, you will receive double the usual hourly pay 
for up to eight hours, unless you are on an approved 
compressed work schedule which includes more 
than eight scheduled work hours on the holiday. 
Otherwise, for time worked over eight hours, you 
will be paid at the regular overtime rate time and 
a half. 

Sunday Pay. Occasional work on Sunday out- 
side the normal tour of duty is considered over- 
time work. However, if you are a full-time employee 
and Sunday is part of your regularly scheduled 
workweek, you are paid at your rate of basic pay 
plus a Sunday premium of 25 percent of your basic 
rate for each hour of Sundav work which is not 



Night Pay. If you work at night as part of a 
regular tour of duty (as opposed to occasional 
overtime work at night), you will earn a "night dif- 
ferential." A GS employee receives an additional 
10 percent of basic pay for any hours worked 
between 6 P.M. and 6 A.M. A wage system 
employee earns seven and a half percent additional 
pay for the entire shift, if more than half of the shift 
(e.g., five out of eight hours) falls between 3 P.M. 
and midnight. When more than half of the shift 
falls between 1 1 P.M. and 8 A.M., the night differ- 
ential is 10 percent of basic pay. 

Annual Premium for Standby Work. Pre- 
mium pay on an annual basis can be approved for 
certain GS jobs where employees have to serve 
extra-long tours of duty in a "standby" status, 
such as firefighters, and for jobs with irregular hours 
and a lot of overtime, such as criminal investiga- 
tors. Premium pay on an annual basis substitutes 
for the extra pay that would otherwise be earned 
by night work, regular overtime, holiday or Sunday 
work. 

Hazardous Duty Pay. GS employees may 
receive as much as an additional 25 percent of 
the basic rate of pay for periods of time when they 
are exposed to serious physical hardships or hazards 
that are not regularly encountered in the job. This 
type of pay is not authorized when hazards and 
hardships which are a regular part of the job have 
been considered in classification of the job. 

Environmental Differential. Prevailing rate 
system employees may receive pay in addition to 
their basic pay for periods of exposure to various 
hazards, physical hardships, and unusual working 
conditions. Environmental differentials may be paid 
for hours of actual exposure or for entire shifts. 

Limit on Premium Pay. In any biweekly pay 
period, a GS employee may not receive premium 
pay which would result in a total compensation 
greater than the highest rate for a GS-15. This 
restriction does not apply to employees covered 
by the Fair Labor Standards Act, nor to post dif- 
ferential or quarters allowance paid to overseas 
employees. 

Grade and Pay Retention 

Employees (except those on time-limited appoint- 
ments) who are involuntarily changed to a lower 
grade through no fault of their own generally are 
entitled to retain their grade and pay for two years. 
When the grade retention ends after two years and 
the positions are downgraded, these employees 
are entitled to the lowest scheduled rate of pay in 
the lower grade which meets or exceeds their cur- 
rent rate of pay. If their current rate of pay is higher 
than any scheduled rate in the lower grade, the 
downgraded employees retain their current pay 
rate or 150 percent of the maximum rate of the 
new, lower grade, whichever is less. While an 
employee is receiving retained pay, he/she is enti- 



Work Hours 



Hours of Duty 

Most employees in the Department work a fixed 
schedule of 40 hours per week eight hours per 
day, Monday through Friday, with time out for 
lunch. The most common work hours are 8:30 A.M. 
to 5:00 P.M. Some organizations of Commerce 
have non-traditional work schedules which permit 
their employees flexibility in selecting their hours 
of work. These flexible schedules may even permit 
working less than five days a week, as long as 
the total work hours in a pay period are eighty. 
Your supervisor will tell you what your hours of 
work will be, or what choices you have, if any. 

Overtime 

You may be required to work additional hours 
outside your usual work hours. If it is necessary 
for you to work overtime, you will be paid for the 
additional hours or in certain circumstances, be 
given equal time off at another time (compensa- 
tory time). 

Holidays 

The following holidays are observed in the Fed- 
eral Service: 



New Years Day, January 1 

Martin Luther King's Birthday, the second IV 
day in January 

Washington's Birthday, the third Monday in I 
ruary 

Memorial Day, the last Monday in May 
Independence Day, July 4 
Labor Day, the first Monday in September 
Columbus Day, the second Monday in Octobe 
Veteran's Day, November 1 1 

Thanksgiving Day, the fourth Thursday in 
vember 

Christmas Day, December 25 

If a holiday falls on Saturday and you do not n 
larly work on Saturday, you will have a holiday 
the preceding Friday. If a holiday falls on Sur 
and you do not regularly work on Sunday, you 
have the holiday on the following Monday, 
employees whose workweek is not Monday thrc 
Friday, if a scheduled holiday falls on a non-w 
day, the first workday before the scheduled I 
day is a holiday. 



Insurance Benefits 



I. HEALTH INSURANCE PROGRAM 

Under the Federal Employees' Health Benefits Insur- 
ance Program, you may protect yourself and your 
family against the costs of illness and accident. It 
is a voluntary program, and the decision to join is 
entirely up to you. 

Program Highlights You have a choice of 
several health plans with different benefits and 
different prices. All of them, however, offer the 
following advantages: 

The rates and protection are usually better than 
you can get as an individual. 

There is no medical examination, no age limit, 
and no waiting period. 

The Government pays some of the cost of mem- 
bership. 

Your membership payments are made through 
payroll deductions. 

Special benefits apply in the event of catastrophic 
illness. 

You receive continued protection at no increase 
in cost after you retire, upon meeting certain re- 
quirements. 

Choices A variety of health plans is offered 
through the Federal Government. Some are open 
to all eligible employees; some are open only to 
members of labor organizations; and some depend 
on the area of residence. They differ in cost and 
benefits and you should study carefully the bro- 
chures on all the plans available to you before 
selecting coverage. Consider your family's health 
care needs, the specific benefits and costs of each 
plan, and what you can afford to pay. Then pick 
the plan that best suits you. Standard Form 2809 
is used for all enrollments and changes in enroll- 
ment and is available in your personnel office. 

Enrollment New employees must register to 
enroll or waive coverage within 31 days of their 
initial hire. Those serving under temporary appoint- 
ments of one year or less and intermittent employ- 
ees (those with no regular tour of duty) are not 
eligible to enroll in the program. 

If you waive enrollment or become dissatisfied 
with the health plan you chose, you may make a 
new election during the open enrollment period 
which usually occurs each year in November. You 
should always check with your personnel office 
promptly if you need to change enrollment. 



Part-time Enrollment Part-time employees 
are eligible to participate in the Federal Employees 
Health Benefits program. The coverage providec 
for full-time and part-time employees is the same 
but the cost to part-time employees hired aftei 
April 7, 1979 is greater. Part-time employees hirec 
after this date will receive prorated governmen 1 
contributions to their health insurance premiums 
based on the number of hours worked during a pa\ 
period. A break in service for part-time employ 
ees hired prior to April 8, 1979 eliminates the 
employee rights to the full Government contribution 

Family coverage A "self and family" enroll 
ment includes you and your spouse, any depend 
ent children, and any child over 22 who is incapa^ 
ble of self-support because of a disability tha 
began before the child's 22nd birthday. In certair 
cases, eligible former spouses may enroll in a heairt 
benefits plan. The definitions of "dependent chil 
dren" and "eligible former spouse" are specific 
you may obtain additional information from you 
personnel office. You may not include parents o 
other relatives even if they live with you and art 
dependent on you. 

Change in Family Status If you are already 
enrolled under a health benefits plan, you ma^ 
change your enrollment from self only to self anc 
family, or the reverse within 60 days after an^ 
change in family status. Examples of changes an 
the birth, death, or marriage of a child, or a child'j 
attaining the age of 22. A newborn child is auto 
matically covered at birth if you have family en 
rollment. 

Changes in Marital Status You may registe 
to be enrolled or you may change your enrollmen 
from self only to self and family, or the reverse, i 
you change marital status including marriage, deati 
of a spouse, divorce, or legal separation. The reg 
istration or change may be submitted any tim< 
from 31 days before the change in marital status 
to 60 days after it. 

Involuntary Termination of Coverage I 

your coverage under the enrollment of a famih 
member is terminated for any reason except can 
cellation, you may enroll within 31 days after ter 
mination. If the termination is caused by death, th< 
period allowed is extended to 60 days. If the plat 
you joined is discontinued, or the plan you joined h 
good only in an area from which you move, yoi 
may join another plan. 
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involuntary Loss of Family Member Cov- 
erage. You may enroll or change to a family en- 
rollment upon the involuntary loss of non-Federal 
health insurance coverage by your family members. 
The time period for doing so begins 31 days before 
and ends 31 days after the involuntary loss of cov- 
erage. 

Coverage After Retirement You may con- 
tinue your coverage after retirement if you: a) receive 
an immediate annuity; b) retire on disability; c) 
were enrolled in the program during all of your 
service from the time of your first opportunity to 
join; or, d) were enrolled for the five years of serv- 
ice immediately before retirement. 

Survivor Annuitants When an enrolled em- 
ployee or annuitant dies, the members of the fam- 
ily are eligible to continue their coverage provided 
at least one of them receives a survivor annuity 
under the retirement system. 

Coverage During Non-Pay Status Your 
coverage continues during any period you are in a 
nonpay status up to one year unless you enter 
military service for more than 30 days. Payment 
for the employee portion must be made either during 
the nonpay status time or upon return to duty to 
continue benefits. 

Conversion If you leave Federal service before 
retirement, you or any member of your family have 
a temporary extension of 31 days during which 
conversion may be made to a nongroup contract 
at standard rates. This provision is important to 
persons who might not be able to qualify for a 
regular policy because of their physical condition. 

Cancellation You may cancel your enrollment 
at any time. 

II. GROUP LIFE INSURANCE PROGRAM 

Through the Federal Employees' Group Life Insur- 
ance Program (FEGLI), you have the opportunity to 
elect coverage at reasonable rates and the con- 
venience of paying for that coverage through pay- 
roll deductions. The Government pays one-third 
of the cost of your Basic Life Insurance. 

Coverage You are automatically covered by 
Basic Life insurance unless you sign a waiver stat- 
ing that you do not want it. Your personnel office 
can give you Standard Form 2817 for waiving Basic 
Life. 

A. Basic Life Insurance Coverage 

The value of your Basic Life Insurance is based 
on your annual salary rounded to the next 
thousand plus $2,000, or a total of $10,000 
whichever is greater. There is an extra bene- 
fit for employees under age 45 that doubles 
the Basic Life insurance benefit if you are 
under age 36. Beginning on your 36th birth- 
day, the extra benefit decreases 10 percent 
each year until you reach aqe 45 when there 



employees under age 45 is provided without 
additional cost. 

B. Optional Life insurance 

If you are covered by the Basic Life insurance 
you may elect any or all of the following options. 
You pay the full cost for these options which 
is computed based on your age group. 

1. Option A-Standard provides additional life 
insurance coverage in the amount of $10,000 
and $10,000 additional accidental death and 
dismemberment coverage. 

2. Option B-Additional provides benefits in 
an amount of your choice equal to one, two, 
three, four, or five times your annual basic 
pay (rounded to the next thousand). 

3. Option C-Family provides an additional 
$5,000 for your spouse and $2,500 for each 
dependent child. 

Coverage During Non-Pay Status Your 
coverage continues at no cost to you during any 
period you are in a nonpay status for up to one year. 

Continuation of Coverage During Military 
Service Employees who enter the military on 
active duty or active duty for training can con- 
tinue coverage for up to 12 months. 

Eligibility All DOC employees are eligible 
except those serving under temporary appointments 
of one year or less or on an intermittent basis. 

Retirement/Separation Your Basic Life 
coverage may be continued when you retire if: a) 
you retire on an immediate annuity; b) you have 
been insured for the Basic Life coverage for the 
entire period during which coverage was available 
to you or for the last five years of service immedi- 
ately before your retirement; and c) you do not 
convert it to an individual policy. Accidental Death 
and Dismemberment coverage stops at retirement. 
The cost of post-retirement Basic Life insurance 
depends on the level of protection that you choose at 
the time you retire. 

With certain limitations, you are eligible to con- 
tinue your optional coverage into retirement if you 
are eligible to continue Basic Life and you have 
been covered for the five years of service immedi- 
ately preceding retirement or since your first oppor- 
tunity to enroll. 

If you resign from Government service, your insur- 
ance continues for 31 days. You can convert it 
during this period to an individual insurance policy 
at standard rates without a medical examination. 

Cancellation You may cancel your insurance 
at any time, but if you do, you would be required to 
wait one year and have a medical examination to 



Time Off 



There are several kinds of leave, or approved 
absence from the work site. The most common 
kinds are annual leave, sick leave, court leave, 
military leave, funeral leave, maternity (paternity) 
leave, and leave without pay. Other kinds of 
absences from the regular work site are absence 
without leave and excused absence. 

Annual Leave 

Annual leave is time off for vacations or other 
personal reasons. 

Earning. How much annual leave you earn 
depends on your length of Federal service. Full- 
time employees with less than three years Federal 
service earn four hours of annual leave per pay 
period. With three to 15 years of service, employ- 
ees earn six hours of leave per pay period, plus 
four additional hours the last pay period of the 
year, rounding the total to four weeks (160 hours) 
for the year. Full-time employees with more than 
15 years of service earn eight hours per pay peri- 
od. Part-time employees' earnings of annual leave 
are reduced in proportion to the number of hours 
less than full-time they work. 

Use. While you have a right to use the annual 
leave you earn, your absence on annual leave must 
be approved by your supervisor. Usually, you should 
get approval for leave in advance. In emergency 
situations, where you could not foresee the need 
to take leave, you should notify your supervisor as 
soon as possible. 

Carrying Over Annual Leave. If you are 

employed in the United States, the maximum 
amount of leave you may save and carry forward 
from year to year is 30 days. Any leave you have 
to your credit over 30 days at the end of the leave 
year is liable to be forfeited. There are a couple of 
exceptions to the 30-day limit: (1) employees 
stationed overseas may carry over up to 45 days 
of annual leave; (2) employees who at the begin- 
ning of 1953 had leave balances in excess of 30 
days may carry over an amount of annual leave 
equal to their lowest year-end balance since, or 
240 hours, whichever is greater; (3) SES employ- 
ees who accrue leave without limit may carry over 
any amount; and (4) former SES employees, whose 
annual leave balance is greater than 240 hours at 
the time of their departure from SES, may carry 
over their lowest year end balance since, or 240 
hours, whichever is greater. 

Restoration of Annual Leave. Normally, 
any annual leave in excess of your carry-over limit 



will be forfeited. However, forfeited annual lei 
may be restored under either of these conditio 
the leave was earned since June 30, 1960 < 
was lost through administrative error; or le< 
was scheduled and approved more than six we< 
before the end of the leave year and was not ui 
because of sickness or the unavoidable press 
business. You may get more information on 
restoration of annual leave from your supervi 
or your personnel office. 

Lump Sum Payment. If you leave the F 
eral service, you will be paid in a lump sum for . 
annual leave to your credit. 

Sick Leave 

Sick leave is time off when you are medically in 
posed to do your job. 

Earning. All full-time employees regardl 
of their length of service earn four hours of 
leave each biweekly pay period, a total of 13 d 
a year. Other employees who are eligible for 5 
leave earn it at the proportional rate of one hour 
each 20 hours in a pay status. 

Use. Sick leave may be used only: 

When you are unable to work because of s 
ness, injury, pregnancy, or confinement. 

When your presence at work would jeopan 
others because of exposure to contagious i 
ease, or when a member of your immediate f; 
ily has a contagious disease requiring quaran 
and needs your care and attendance. 

For medical, dental, or optical examinatior 
treatment. 

There are a few simple rules on the use of 
leave: 

Use sick leave as little as possible, and only 
the reasons given above. Sick leave is not tc 
used for rest, minor indispositions, or to sup 
ment annual leave. 

If you are too sick to come to work, let y 
supervisor know before or as soon as poss 
after the time you are scheduled to report 
duty. 

Ask your supervisor in advance when you v\ 
to use sick leave for medical, dental, or opl 
examination or treatment. 

Obtain a statement from the doctor who tn 
any problem that keeps you off the job for rr 
than three days. 



ciplinary action. 

There is no limit on the amount of sick leave you 
can accumulate for use in succeeding years. It is to 
your advantage to preserve your sick leave in case 
you need it for a serious injury or a long illness. If 
you leave the Government, there is no payment for 
unused sick leave, but such leave is recredited if 
you are reemployed within three years of separation. 

Other kinds of Paid Leave 

Court Leave. If you are called to serve on a 
jury, or to serve as a witness in a case to which the 
Government is a party, you will be paid during your 
absence without charge to your annual or sick 
leave accounts. However, if you are summoned as 
a witness in a civil suit between two private par- 
ties, you must be charged with annual leave or 
leave without pay. Of course, if your witness service 
is part of your official duties, you are not consid- 
ered on leave at all, but in a duty status. Generally, 
when you are on court leave, you may not keep 
any fees paid by the court; however, you may be 
entitled to certain expenses paid by the court. If 
you are about to go on court leave, please seek the 
advice of your personnel office. 

Military Leave. If you have a regular work 
schedule and a permanent appointment and you 
are in the National Guard or a military reserve organi- 
zation, you are entitled to military leave with full 
pay and without charge to annual leave while you 
are on active duty or training. Your military leave is 
limited to your current accumulation. You earn 15 
calendar days of military leave a year, and may 
carry over as much as 15 calendar days from year 
to year. 

Employees who are members of the District of 
Columbia National Guard are entitled to be absent 
to attend parades or encampments without a reduc- 
tion in pay or charge to annual or military leave. If 
you are called to duty in the Reserves or the National 
Guard in support of law enforcement (for example, 
to restore public order, prevent looting after a natural 
disaster), your absence for these purposes is with- 
out charge to annual or military leave, and without 
loss of pay, for up to 22 workdays in a year. How- 
ever, the money you receive for such law enforce- 
ment duty or authorized parade or encampment 
must be deducted from your civilian salary. 

Funeral Leave. Attendance at funerals is gen- 
erally a private matter and your absence from work 
would be on annual leave. However, in two cases 
there is no charge to annual leave for these ab- 
sences. An employee may have up to three days 
of funeral leave in connection with the funeral or 
memorial service of an immediate relative whose 
death is a result of military service in a combat 



Leave Without Pay 

Leave without pay (LWOP) is requested and ap- 
proved absence from work which may be permit- 
ted under certain conditions. LWOP may be granted 
for short periods of time when an employee's needs 
can be accommodated without undue interruption 
to the work; or for extended periods of a year or 
more, when the Department's purposes, or the 
broader interests of the Government are served 
by the employee's absence. 

Maternity (Paternity) Leave 

Maternity leave is not actually a separate category 
of leave. It is annual leave, sick leave, leave with- 
out pay, or some combination of them, for absences 
associated with pregnancy, child birth, or infant 
care. Sick leave may be used to cover maternity 
absences only when the employee is medically 
unable to work, and not solely for the purpose of 
infant care. 

For Women. If you become pregnant, sick 
leave may be used to cover the time needed for 
physical examinations, prescribed rest periods, 
and the time of incapacitation. After delivery, any 
period of recuperation which is medically advis- 
able may be covered by sick leave. Any additional 
time needed solely to care for the newborn or to 
make arrangements for child care may be charged 
against annual leave or LWOP. 

When you discuss your need for maternity leave 
with your supervisor, you should specify what 
kind(s) of leave you want, the approximate dates, 
and the anticipated duration of your absence. 

For Men. If you want to take time off to care 
for your newborn infant, or for the infant's mother 
or your other children while she is incapacitated 
either before or after the birth, you may request 
annual leave or leave without pay to do so. If you 
request paternity leave, the needs of you and your 
family will be given great weight in balancing your 
request against the work demands on the Depart- 
ment. 

Other Absences 

Excused Absence. You may be excused from 
work without charge to leave for various reasons. 
Some examples of excused absence, often called 
"administrative leave," are: local holidays, voting 
and registration, taking certain employment exami- 
nations, blood donations, travel between duty sta- 
tions, mandatory physical examinations, emergency 
conditions, etc. 

Probably the most common reason for excused 
absence is tardiness. You are expected faithfully 
to observe official working hours and report for 
work on time. If you are less than an hour late, your 
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may oe required 10 WOTK exira Time, aeauci me 
time from any compensatory time, or to take annual 
leave, or at your request, LWOP. If your tardiness 
is infrequent and you have an adequate reason, 
your lateness may be excused. 

If you are more than an hour late, your supervisor 
may not excuse your absence. It may be charged, 
with sufficient reason, to annual leave, sick leave, 
or at your request, to LWOP. If such latenesses are 



may also oe denied and you may be consid< 
absent without leave (AWOL). 

Unauthorized Absence. The absence o 
employee who does not secure approval of an 
eave, sick leave, or leave without pay is recoi 
as AWOL. The employee receives no pay for 
period of unauthorized absence. AWOL may 
result in disciplinary action. 
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Performance Appraisal 



Appraising your performance is one of the most 
important responsibilities of your supervisor be- 
cause the results of performance appraisals are 
used as a basis for making job-related decisions 
concerning training, awards, reassignment, promo- 
tion, reduction-in-grade, retention, and removal. 

Within the Department of Commerce there are three 
performance appraisal systems: one for members 
of the Senior Executive Service; one for employ- 
ees covered by the Performance Management and 
Recognition System; and another for general work 
force employees. Each of these systems requires 
your performance to be appraised at least annually 
on the basis of objective, job-related criteria. The 
appraisal process has three stages: performance 
planning, progress review, and appraisal. 

During the planning stage, you and your supervi- 
sor meet formally, at the beginning of each appraisal 
period (normally one year), to discuss your job, and 
prepare a written performance plan which specifies 
the critical elements and performance standards for 
your job. In addition to the Department's Generic 
Performance Standards (a copy of which follows 
this section), your supervisor should identify any 
supplemental standards that apply to your job and 
will be used to evaluate your performance. These 
standards will be expressed in terms of quality, 
quantity, and timeliness. 

The performance plan developed by you and your 
supervisor is important because the critical ele- 
ments and performance standards identified in the 
plan serve as the basis for evaluating your perform- 
ance at the end of the appraisal period. 

To be sure that you understand just how impor- 
tant critical elements are, you should know that 
failure to meet the minimum performance stand- 
ards established by your supervisor requires reme- 
dial action and denial of a within-grade increase. 
It may also be the basis for removing or reassign- 
ing you, or reducing your grade level. 

The next step in the appraisal process is the prog- 
ress review stage. It is included to ensure that you 
get performance feedback from your supervisor. 

This feedback is given throughout the appraisal 
period when your supervisor meets both formally 



and informally with you to discuss your perfo 
ance, provide you with information on spec 
aspects of your work, and identify any performa 
problems which may be occurring. If any proble 
with your performance are identified, you will 
given an opportunity to correct them. At least < 
formal progress review must be held around 
mid-point of the appraisal cycle. 

The last step, the formal appraisal of your we 
occurs near the end of the appraisal period. Y 
supervisor will notify you in advance of the d 
for your formal performance appraisal. Before 
meeting, you are strongly encouraged to schec 
a pre-appraisal meeting with your supervisor 
present your own assessment of your perfo 
ance during the rating period and to point out 
specific aspects of your performance of which 
or she may not be aware. Your supervisor will t 
meet formally with you to rate your performa 
during the past appraisal period. The appraisal 
be based on the performance standards agreec 
at the beginning of the appraisal period. A ratine 
Outstanding, Commendable, Fully Successful, l\ 
ginal, or Unsatisfactory will be assigned by y 
supervisor. You will be given a copy of the ra 
and asked to sign it. Signing it does not neces: 
ily mean that you concur with the rating, but c 
that you have seen it. You may comment on y 
rating to the approving official (usually your 
mediate supervisor's boss) within five days. He 
she must then respond to your comments within 
days. If you receive a less than Fully Succes 
rating, your supervisor must initiate some act 
such as providing formal training to improve \ 
performance, restricting the scope of your job 
removing you from your position. 

The appraisal process as described in this chaj 
has two very important goals. The first is to incre 
individual productivity by providing employees v 
the information they need to do their jobs eff ecti v 
and the second is to improve organizational j: 
ductivity by promoting communication betw 
employees and supervisors about job-related n 
ters so that better and more efficient methods 
operation can be developed. 



Incentive Awards Program 



The Government Employees Incentive Awards Pro- 
gram establishes different types of recognition for 
employees who are top performers or who are 
responsible for improvements in Government 
operations and services. 

Performance 

You may be recommended by your supervisor to 
receive a cash award at performance appraisal 
time, recognizing exceptional work performance 
during the previous year. If you are a GS employ- 
ee, your outstanding work performance may be 
recognized by a permanent raise in pay, an addi- 
tional salary increase known as a "quality step 
increase," instead of a cash award. 

The Incentive Awards Program Officer in each 
servicing personnel office can provide more infor- 
mation about performance awards and quality step 
increases. 

Special Accomplishments 

Individuals and groups of employees may receive 
superior accomplishment awards for their achieve- 
ments which provide benefits to the Government. 

Suggestions 

You may receive cash or honorary recognition for 
a suggestion which contributes directly to doing a 
better or more economical job. If your idea is 
adopted, you receive a certificate and usually a 
cash award in proportion to the benefits of the idea. 
A suggestion should be written on a S.M.A.R.T. 
suggestion form (CD-36) which is available from 
the Suggestion Program Coordinator in your serv- 
icing personnel office. You can submit a sugges- 
tion directly to that individual or to your supervi- 
sor, who can assist you with your suggestion before 
it is evaluated. 



Special Acts or Services 

You may also receive a cash award for a one-tir 
special act or service in the public interest whi 
greatly exceeds the normal requirements of yc 
job. Award amounts depend on the value of yc 
contribution to the Government. 

The Incentive Awards Program Officer in your opi 
ating unit can provide more information abo 
awards for special accomplishments. 

Honorary Awards 

Of special importance are the Medal Awards, whi 
are the highest awards bestowed by the Depa 
ment. 

The Gold Medal granted by the Secretary 1 
rare and distinguished contributions of maj 
significance to the Department and the Nation. 

The Silver Medal granted by the Secretary 1 
meritorious contributions of exceptional value 
the Department. 

The Bronze Medal granted by the head of 
operating unit or a Secretarial Officer for a s 
nificant contribution to the operating unit. 

Many employee suggestions, services, or spec 
achievements are of such a nature that a ca 
award would be inappropriate. Often a certifice 
of appreciation or letter of commendation serv 
to record and recognize those special efforts. 

The Department accords recognition of the ere 
itable service of long-term employees by award! 
an emblem and certificate after 10 years of Gc 
ernment service and after each additional 10 yez 
of service. 

More information about these awards can 
obtained from the Incentive Awards Program 01 
cer in your servicing personnel office. 



Training and 
Career Development 



When you first begin work for the Department, 
you normally are given a general introduction to 
the objectives of your operating unit by the per- 
sonnel or administrative office. There is usually 
some immediate on-the-job training by your 
supervisor too, so that you know exactly what is 
to be done and what the procedures are. 

In addition to the on-the-job training that you 
receive from your supervisor and others, you may 
receive formal training aimed at helping you improve 
your skills or techniques on your present job. Such 
training may involve classroom instruction, meet- 
ings or conferences, exposure to new equipment, 
and reading of manuals and similar instructional 
materials. Other training looks more to the future; 
it imparts more general knowledge or understand- 
ing, or prepares you for assignments that you might 
reasonably be expected to assume in the future. 
You may be rotated through different work assign- 
ments or enrolled in a series of courses as part of 



an approved career training program; courses 
new or prospective supervisors, for experienc 
managers, and for employees encountering a m 
technology are examples of this type of care 
training. 

The many training opportunities that the Depc 
ment provides are related to the needs of yc 
organization and the size of the training budget, 
the interest of your own self-development, y 
can supplement your on-the-job training and ex\ 
rience with after-hours study in local schools a 
universities. If you are interested in such se 
improvement, your training office or your supervi; 
may be able to give you helpful suggestions 
advice. In some parts of the Department, there i 
special programs to assist employees in the lov 
pay levels who are pursuing self-improveme 
through college-type training. Taking advanta 
of such training opportunities both on and off 1 
job is an important part of a successful career. 



Health and Safety 



Health Units 

At each major location in the Washington area and 
in many larger field locations, there is a health unit 
with a registered nurse and the services of a 
physician. Normally, the health unit does not sub- 
stitute for your private doctor or provide continuing 
treatment of medical problems. They do offer these 
kinds of services: 

Emergency treatment of illness or injury 

Arrangement for emergency ambulance service 

Administration of special medications and treat- 
ments requested by your own physician 

Periodic disease detection programs for diabetes, 
glaucoma, and defective hearing 

Immunizations for official travel to other countries 

Counseling on any health problem that may be 
affecting your job performance 

Referral for private treatment to other qualified 
health professionals 

Employee Assistance Programs 

Abuse of alcohol or other drugs or emotional 
problems can affect health and performance just 
as much as physical illness. Your organization has a 
program for employees who seek help with emo- 
tional problems or concerns with alcohol or drug 
abuse. If these kinds of problems are suspected 
to be affecting an employee's job performance, 
the employee may be advised individually of the 
availability of the program. While most employee 
assistance programs in the Department do not offer 
continuing treatment, they do provide some pre- 
liminary diagnosis, and referral to a community 
resource or private treatment facility. Whether an 
employee participates in the employee assistance 
program on a supervisor's suggestion or on their 
own initiative, all discussions with counselors and 
any other program activities are confidential and 
may be transmitted to no one outside the program, 
including the employee's supervisor unless the 
employee elects to waive confidentiality. 

Safety Program 

Each operating unit participates in the Department's 
program to prevent accident and injury. But safety 
on the job is everyone's business. The Department, 
relying on the experience of its managers and super- 



visors, intends to provide safe working conditic 
As an employee, you are expected to obse 
safety requirements and to follow safety insti 
tions given by your supervisor. You are also enc< 
aged to report unsafe conditions or practices 
the responsible supervisor for corrective acti 
Also, you have the right to request inspectior 
the workplace if you believe there are unsafe W( 
ing conditions. These requests should usually 
in writing to your Safety Officer; however, in en 
gencies, requests for inspection may be made or 
No reprisal may be taken against an employee 
reporting a safety or health hazard. 

Injuries and Accidents 

If you are injured on the job, the first thing 
should do is get treatment. If your health unh 
first aid station is unable to treat your injury, mec 
care will be provided at Government expense 
a local treatment facility or a qualified physic 
of your choice. Except in emergencies, the payrr 
of the expenses for medical treatment of job inju 
should be authorized in writing by your supervise 
advance. 

Any injury, however slight, should be reportec 
your supervisor. A formal accident report will t 
be completed as a factual record of the accic 
and as a basis for resolving claims for injury G( 
pensation. 

Compensation for Injury or Illness 

If you are injured on the job or suffer from 
occupational disease, you are entitled to f 
medical care and compensation for time Ic 
Depending on the circumstances of your injury 
illness, compensation may include: 67-75% 
your rate of pay for total disability, partial cc 
pensation for loss of earning power resulting fr 
loss of organs or impairment of functions, ; 
some restoration rights upon recovery. If you 
because of a condition suffered in connection v 
your Federal employment, compensation is paic 
your survivors. 

Treatment for traumatic injury on the job or occi 
tional disease will be given at Federal hospitals 
other approved medical facilities. 

Under certain conditions, you will be continue! 
pay status for up to 45 days after a work-rels 
injury. 
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Labor Organizations 



Under law, each employee has the right to join a 
union or labor organization or not to do so, and is 
protected in the exercise of this right from penalty 
or reprisal. Employees are also free to form or assist 
labor organizations, to participate in managing 
them, and to act as labor organization represen- 
tatives. There are a few exceptions: supervisors 
and managers may join unions but may not partici- 
pate in the management or representation of uni- 
ons, nor may other employees whose participation 
would involve a conflict or apparent conflict of 
interest with their official duties. 



There are various labor unions that have been rec- 
ognized as representatives of employees within 
the Department. If the employees where you work 
have elected a union to be the exclusive repre- 
sentative for all the employees, you may find that 
dues can be paid through payroll allotment and 
that there are special negotiated procedures to han- 
dle complaints. Even where there is exclusive rec- 
ognition of a particular union, you remain free to 
join or not, to bring matters of personal concern 
to appropriate officials, and to use established 
appeal and grievance procedures for any matter 
not specifically covered by a written agreement. 



Employee Services and 
Activities 



Employee Organizations 

A number of organizations have been formed 
voluntarily for the benefit of employees of the 
Department. There are employee welfare and 
recreation associations in most operating units, 
sponsoring a variety of off-duty activities that are 
of mutual interest to members. There are also 
organizations formed to promote the common 
interest of the members, such as civil rights and 
overseas benefits. You are free to join or participate 
in these organizations or other employee organi- 
zations that may be formed, or to refrain from doing 
so. Of course, any organization that is formed for 
the benefit of employees of the Department must 
be democratically organized and open to all employ- 
ees in the area, with elected officers and a sys- 
tem for controlling and accounting for funds. These 
organizations are distinct from the labor organi- 
zations which have attained exclusive recognition 
as discussed elsewhere in this Handbook. 

Blood Donor Program 

In the Washington area, and in many other com- 
munities across the country, there is a group blood 
donor program offered through the American Red 
Cross. The Washington area program provides free 
blood (except for handling charges) for an employee 
and for members of the family anywhere in the 
continental United States. Family members include 
children under 18, parents and grandparents (in- 
cluding "in-laws"), and any dependent relative living 
in the employee's household. If you work in a field 
location, your employing office may belong to a 
similar local blood donor plan. The Department 
allows supervisors to grant employees up to four 
hours of administrative leave to donate blood 
(including any travel time and rest period afterward). 

Credit Union 

A credit union is an employee-owned and employ- 
ee-managed organization for saving and lending 
money among the members. It is a Federally-char- 
tered organization with fully-insured savings, run 
by and for employees through an elected board of 
directors. All employees are eligible to join the 
Department of Commerce Federal Credit Union, 
except those in the Patent Office, National Bureau 
of Standards, and Bureau of the Census who have 
formed their own credit unions. However, there is 
a six-month waiting period for part-time employ- 
ees, and full-time employees (other than political 



appointees) who are not on permanent appoint- 
ments. Employees in the field may find that they 
are eligible to join a local Federal credit union as 
well as the Commerce Credit Union. 

Combined Federal Campaign 

Once each year in over 500 communities across 
the nation, Federal employees have the chance to 
contribute to the many charitable organizations that 
depend upon such voluntary generosity to help 
those who are most in need. The Combined Federal 
Campaign is usually linked to a similar fund-raising 
effort in the local community. During this annual 
effort, you receive a brochure describing the local 
campaign and the organizations that need contri- 
butions. This is the only on-the~job charitable 
solicitation that is authorized in the Federal Govern- 
ment, and your participation is purely voluntary. 
The amount you can contribute in cash or by pledge 
remains confidential; many employees choose to 
give both generously and "painlessly" through 
year-round payroll deductions. You may also 
designate particular organizations to receive spe- 
cific amounts from your contribution. 

Library 

The Department maintains a number of libraries 
with specialized collections located where employ- 
ees most often need to refer to them. In the Depart- 
mental Library in the Herbert C. Hoover Building, 
there are 220,000 volumes related to business, 
economics, legislation, and the law. Another sub- 
stantial collection is maintained in the Census Bureau 
in Suitland, Maryland, with particular attention to 
present and past censuses and surveys and mate- 
rials prepared by local organizations and foreign 
governments. Large libraries of scientific and 
technical interest are maintained at the Patent and 
Trademark Office in Arlington, Virginia, and at the 
National Bureau of Standards in Gaithersburg, 
Maryland. 

Outside the Washington area there is a large scien- 
tific library serving the laboratories and research 
efforts of the Department at Boulder, Colorado. 
There are many smaller libraries at NOAA's vari- 
ous weather and marine fishery facilities. 

Through the inter-library loan program, the librar- 
ies of the Department can meet the reference needs 
of most employees and can obtain books from the 
Library of Congress and university libraries when 
necessary. 



Employee Conduct 



The Code of Ethics for Government Service enacted 
by Congress is as follows: 

Any person in Government Service should: 

"PUT loyalty to the highest moral principles 
and to country above loyalty to persons, party, or 
Government department." 

"UPHOLD the Constitution, laws, and legal 
regulations of the United States and all govern- 
ments therein and never be a party to their eva- 
sion." 

"GIVE a full day's labor for a full day's pay; 
giving to the performance of his duties his earnest 
effort and best thought." 

"SEEK to find and employ more efficient and 
economical ways of getting tasks accomplished." 

"NEVER discriminate unfairly by the dispensing 
of special favors or privileges to anyone, whether 
for remuneration or not; and never accept for 
himself or his family, favors or benefits under 
circumstances which might be construed by reason- 
able persons as influencing the performance of his 
governmental duties." 

"MAKE no private promises of any kind binding 
upon the duties of office, since a Government 
employee has no private word which can be binding 
on public duty." 

"ENGAGE in no business with the Government, 
either directly or indirectly, which is inconsistent 
with the conscientious performance of his govern- 
mental duties." 

"NEVER use any information coming to him 
confidentially in the performance of governmental 
duties as a means for making private profit." 

"EXPOSE corruption wherever discovered." 

"UPHOLD these principles, ever conscious that 
public office is a public trust." 

As an employee of Commerce and of the Federal 
Government, you have been given a public trust. 
Because of this, your conduct must meet the 
highest ethical principles. Your adherence to these 
standards is the primary guarantee that the public 
interests will be served and the reputation of the 
Department will be protected. Usually, generally 
accepted ethical standards and your own common 
sense will be sufficient guidelines. Some specific 
standards of conduct unique to the Federal sector 
are described below. Whenever you have a ques- 
tion about your obligations as a Federal employee, 



ask before you act. Your supervisor and yoi 
General Counsel will be glad to advise you. 

Department of Commerce: Employee 
Responsibilities and Conduct 

All employees of the Department receive a copy < 
its regulations governing employee responsibility 
and conduct, and are asked to certify that they ha\ 
read them. As an employee, you are presumed 
know and are expected to comply with all laws ar 
regulations related to your employment and co 
duct. The fact that a particular law or regulation hi 
not been called to your attention will not excuse ar 
violation on your part. The Department's standarc 
of conduct are not all-inclusive, but they do conta 
the central principles and standards which shou 
guide your conduct. If you have not read these reg 
lations, please obtain a copy from your personn 
office and become familiar with them. 

Political Activity 

The Hatch Act restricts political activities of Fe 
era! employees and requires severe penalties f 
violations. These restrictions apply when you a 
on leave with or without pay as well as when y< 
are on active duty. 

Some exceptions to Hatch Act provisions ha> 
been made to permit employees residing near tl 
District of Columbia to take part in municipal affaii 
Consult your personnel office if you have a que 
tion about what you may or may not do. 

You May Register and vote as you choos 
Assist in voter registration drives. Express yo 
opinion about candidates and issues. Participa 
in campaigns if none of the candidates represen 
a political party. Contribute money to a politic 
organization or attend a political fund-raising fun 
tion. Attend political rallies and meetings. Join 
political club or party. Sign nominating petition 
Campaign for or against referendum question 
constitutional amendments, and municipal ore 
nances. Wear or display political badges, button 
or stickers (but not in connection with your emplo 
ment, i.e., not while working, not on a vehic 
used for work). 

You May Not Campaign for partisan ca 
didates or political parties. Make campaign speechi 
or engage in other activities to elect a partisan can< 
date. Work to register voters for one party onl 
Be a candidate or work in a campaign if any cane 
date represents a national or state political part 



PENALTIES 



OFFENSES 



First Offense 



Second Offense 



Subsequent Offense 



Relationships with Public 

1 . Failure to obtain any required clearance of official 
speech or article to removal (See DAO 219-1). 

Security Regulations 

2. Violation of a security regulation. 

Outside Employment & Interests 

3. Engaging in private business activities of a 
prohibited or unethical nature (See DAO 202-735 for 
details). 

4. Acceptance of improper dual employment or dual 
compensation by U.S. Government. 

5. Acceptance by an employee of gratuity which 
might reasonably be interpreted as tending to affect 
the performance of official duties. 

6. Acceptance of foreign employment without prior 
authorization. 

Political Activity 

7. Improper political activities (See DAO 202-73 1 ). 



Conduct on the Job 

8. Unauthorized absence from the job during working 
hours or on any scheduled day of work. 

9. Tardiness. 

10. Improper use of sick leave. 

1 1 . Intoxication caused by alcohol or other drugs: 

a. Intoxication while on duty which impairs the 
ability to perform duties properly. 

b. Selling intoxicants on premises occupied by the 
Department. 

c. Unauthorized possession or use of intoxicants on 
premises of the Department. 

12. Promotion of gambling or lotteries on Government 
premises or while in duty status. 

13. Gambling on Government premises or while in duty 
status. 

14. Lending and borrowing: 

a. Borrowing money or obtaining co-signature from 
subordinates. 

b. Lending of money to other employees at 
usurious rates. 

15. Creating a disturbance in the work place 
or on premises of the Department. 

16. Fighting. 

1 7. Conduct which violates common decency 
or morality including use of improper or obscene 
language. 

18. Making vicious, malicious or knowingly false state- 
ments concerning another officer or employee of the 
Government. 

1 9. Negligent or intentional injury to person or property 

nf nthfir 



Written reprimand 
to removal 



Oral admonishment 
to removal 



Written reprimand to 
removal 



Written reprimand to 
removal 

Written reprimand to 
removal 



5 days suspension to 
removal 



Suspension or removal as 
determined by the Merit 
Systems Protection Board 
or the Department. 



Oral admonishment to 
3 days suspension 

Oral admonishment to 
1 day suspension 

Written reprimand to 
10 days suspension 



5 days suspension to 
removal 

Removal 



3 days suspension to 
30 days suspension 

5 days suspension to 
removal 

Written reprimand to 
10 days suspension 



Written reprimand to 
removal 

Written reprimand to 
10 days suspension 

Written reprimand to 
10 days suspension 

Written reprimand to 
removal 

Written reprimand to 
10 days suspension 

Written reprimand to 
10 days suspension 

Written reprimand to 
removal 



5 days suspension to 
removal 



5 days suspension to 
removal 



5 days suspension to 
removal 



5 days suspension to 
removal 

5 days suspension to 
removal 



30 days suspension to 
removal 



Written reprimand to 
5 days suspension 

Written reprimand to 
5days suspension 

5 days suspension to 
removal 



30 days suspension to 
removal 



10 days suspension to 
removal 

5 days suspension to 
removal 

5 days suspension to 
removal 



5 days suspension to 
removal 

5 days suspension to 
removal 

5 days suspension to 
removal 

5 days suspension to 
removal 

5 days suspension to 
removal 



5 days suspension to 
removal 



5 days suspension to 
removal 



30 days suspension t< 
removal 



30 days suspension t< 
removal 



30 days suspension t< 
removal 

30 days suspension t< 
removal 

30 days suspension t< 
removal 



Removal 



5 days suspension to 
removal. 

5 days suspension to 
removal 

30 days suspension ti 
removal 



Removal 



30 days suspension 
removal 

Removal 



30 days suspension 
removal 



30 days suspension ti 
removal 

30 days suspension t 
removal 

30 days suspension ti 
removal 

30 days suspension fr 
removal 

30 days suspension t 
removal 



30 days suspension t 
removal 



30 days suspension t 
removal 



TABLE OF OFFENSES AND PENALTIES Continued 



-FENSES 



First Offense 



PENALTIES 



Second Offense 



Subsequent Offense 



). Safety (non-motor Vehicle): Violation of safety reg- 
ations, instructions, or prescribed safe practices, 
;luding failure to report accident or injury. 

I. Safety (Government Motor Vehicle Operations): 
olation of traffic laws, safety regulations or 
struction or safe driving practices, including failure 
report accident of injury. 

I. Government Property: 

a. Willful or negligent damage or defacement. 

b. Use of or allowing the use of Government motor 
vehicles, aircraft or watercraft for other than official 
purposes. 

3. Act of negligence or careless workmanship in per- 
rmance of duty resulting in waste of public funds or 
efficiency. 

\-. Use of or allowing use of Government funds, prop- 
erty, personnel, or other resources for unauthorized 
irposes. 

5. Conducting personal affairs while in duty status. 
3. Loafing, willful idleness, wasting time. 

1 . Sleeping on duty: 

a. Where safety of persons or property is not 
endangered. 

b. Where safety of persons or property is endangered. 

3. Failure or excessive delay in carrying out orders or 
isignments. 

3. Insubordination. 

). Improper use of official credential card. 

1 . Unethical use of official authority or information. 

I. Acceptance of voluntary services for the Govern- 
ent contrary to statute. 

3. Attempted use of influence or pressure to secure 
vor in the appointment, transfer, advancement or 
tention of a relative in the Department. 

\. Violation of "no strike" affidavit. 

5. Unauthorized canvassing, soliciting or peddling on 
apartment premises. 

3. Deliberate or grossly negligent violation of merit 
inciples or procedures with a demonstrable adverse 
feet on one or more persons. 

7. Harassing, threatening or taking reprisal action 
jainst an employee as a result of or in anticipation of a 
ievance, appeal, complaint, or other exercise of rights. 

J. Misappropriation of funds. 
3. Inefficiency. 



). Gifts to official supervisors soliciting contribu- 



Oral admonishment to 
3 days suspension 

Written reprimand to 
removal 



Written reprimand to 
removal 

30 days suspension 
(mandatory) to removal 

Oral admonishment to 
3 days suspension 

5 days suspension to 
removal 



Written reprimand to 
removal 

Oral admonishment to 
3 days suspension 



Written reprimand to 10 
days suspension 

5 days suspension to 
removal 

Written reprimand to 
10 days suspension 

Written reprimand to 
removal 

3 days suspension to 
30 days suspension 

30 days suspension to 
removal 

Removal (required by 
statute) (31 U.S.C. 655 

5 days suspension to 
removal 

Removal 

Oral admonishment to 
3 days suspension 

Written reprimand to 
10 days suspension 



5 days suspension to 
removal 



Removal 

Demotion or separation 
(as authorized by Chapter 
43 of Title 5, U.S. Code) 

Removal (required by 5 



Written reprimand to 
5 days suspension 

5 days suspension to 
removal 



5 days suspension to 
removal 

Removal 



Written reprimand to 
5 days suspension 

30 days suspension to 
removal 

5 days suspension to 
removal 

Writtenreprimand to 
5 days suspension 



5 days suspension to 
removal 

30 days suspension to 
removal 

5 days suspension to 
removal 

5 days suspension to 
removal 

10 days suspension to 
removal 

Removal 



5 days suspension to 
removal 

30 days suspension to 
removal 



30 days suspension to 
removal 



5 days suspension to 
removal 



removal 



30 days suspension to 
removal 

5 days suspension to 
removal 



30 days suspension to 
removal 

Removal 



30 days suspension to 
removal 

30 days suspension to 
removal 

30 days suspension to 
removal 



30 days suspension to Removal 
removal 



Written reprimand to 5 Removal 
5 days suspension 

5 days suspension to 30 days suspension to 

removal removal 



30 days suspension to Removal 
removal 



WH I 1.1 1 IUC7U 



PENALTIES 



OFFENSES 



First Offense 



Second Offense 



Subsequent Offense 



Personal Conduct or Character 

41. Misconduct generally criminal, infamous, dis- 
honest, or notoriously disgraceful conduct. 

42. Misrepresentation, falsification, or omission of 
material fact in connection with application, employ- 
ment or any record, report, investigation or other 
proceeding. 

43. Certification to the accuracy of a position descrip- 
tion containing substantial inaccuracies which may be 
grade controlling. 

44. Conduct demonstrating untrustworthiness or 
unreliability. 

45. Discrimination " 



46. Refusal to answer appropriate interrogation in 
proper authorized inquiry. 

47. Failure to pay a just financial obligation in a 
proper and timely manner (DAO 202-735A). 

48. Violation of any administrative regulation which 
does not provide a penalty: 

a. Minor Offense 

b. Major Offense 



Written reprimand to 
removal 

Written reprimand to 
removal 



Written reprimand to 
removal 



Written reprimand to 
removal 

5 days suspension to 
removal 

Written reprimand to 
removal 

Written reprimand to 
removal 



Oral admonishment to 
3 days suspension 

5 days suspension to 
removal 



5 days suspension to 
removal 

5 days suspension to 
removal 



5 days suspension to 
removal 



5 days suspension to 
removal 

30 days suspension to 
removal 

5 days suspension to 
removal 

5 days suspension to 
removal 



Written reprimand to 5 
days suspension 

30 days suspension to 
removal 



30 days suspension t 
removal 

30 days suspension t 
removal 



30 days suspension t 
removal 



30 days suspension 
removal 

Removal 



30 days suspension ti 
removal 

30 days suspension t 
removal 



5 days suspension to 
removal 

Removal 



* As used in this table, discrimination refers to specific acts taken by an employee in the performance of his/her official duties whic 
discriminate against one or more individuals on the basis of race, sex, religion, color, age, national origin, handicapping condition 
marital status, or political affiliation. 



When Things Aren't Right 



Commerce Grievance System 

If you are unhappy about any of your working 
conditions, the best thing is to try to settle it 
informally. Talk over the problem with your super- 
visor, or the person responsible for what you are 
dissatisfied with. Most problems can be resolved 
informally this way. If not, you have a right to file 
a complaint under the Department's administrative 
grievance system, unless you are in a bargaining 
unit with a negotiated procedure covering the prob- 
lem. Some matters can't be grieved, such as your 
job classification, nonselection for promotion, and 
failure to get an award. But most everything which 
affects you personally for which there is no other 
course of appeal is grievable. To file a grievance, 
you must state your dissatisfaction and the relief 
you seek to the person responsible for it. If you are 
still dissatisfied, you can submit a written griev- 
ance stating the problem and the relief sought to 
the personnel officer. A deciding official will be 
designated, and your grievance will be considered. 
For more specifics, contact your personnel office. 

Negotiated Grievance Procedures 

If you are a member of a work unit that has a 
labor-organization-negotiated grievance proce- 
dure, there may be a somewhat different manner 
of processing grievances. Your union steward or 
your personnel office can explain how to use such 
procedures. 

Appeal Rights 

There are certain management actions that can 
be appealed to an independent agency of the 
Federal Government, the Merit Systems Protection 
Board (MSPB). Most, but not all, employees are 
eligible to appeal, depending on their conditions 
of employment and the kind of action. The exact 
procedures vary with the type of action. The most 
common appealable actions are: involuntary re- 
movals; suspensions of more than 14 days; reduc- 
tions in grade or pay; furloughs; reductions in force; 
and within-grade increase denials. If you are af- 
fected by an action which you have a right to appeal 
to MSPB, you will be given a detailed explanation 
of where and how to appeal when you are notified 
of the action. 

Discrimination Complaints 

Discrimination on the basis of race, color, religion, 
sex, national origin, age (40 and over), or mental 



or physical handicapping condition is prohibitec 
by law. If you believe you have been discriminatec 
against for any of these reasons, you have a righl 
to complain. If you believe you have been discrim- 
inated against, you should contact an EEO counseloi 
in your operating unit. If the counselor cannot resolve 
the complaint informally, he or she will give yoi 
the information on how to file a formal complaint 
Your personnel office or office of civil rights car 
tell you who your EEO counselor is. 

Whistleblowing 

If in the performance of your job, you observe oi 
obtain evidence of a violation of a law or regulation 
mismanagement, gross waste of funds, an abuse 
of authority, or a substantial danger to health anc 
safety, you are expected to make every reasonable 
effort to correct these conditions through ordinar\ 
management channels. If these efforts fail, yoi 
have a right and an obligation to disclose the 
situation to outside authorities. Two offices are 
specifically authorized to investigate and take 
action to remedy such matters: the Department's 
Office of Inspector General, and the Office of the 
Special Counsel of MSPB. You are protected b^ 
law from reprisal for making such disclosures which 
are supported by reasonable evidence. 

Inspector General 

The Office of Inspector General (OIG) provides lead 
ership to Departmental activities addressing mat- 
ters of inefficiency, waste, mismanagement, frauc 
and abuse of authority within Commerce programs 
and operations. By Department policy, each em 
ployee is required to report to management, ar 
Agency Liaison or the OIG, information indicating 
the possible existence of a violation of law, rules 
or regulations; mismanagement; gross waste o 
funds; abuse of authority or a substantial and spe 
cific danger to the public health or safety. Failure 
to report such information may result in discipli 
nary action, including dismissal. 

Information concerning fraud, abuse, mismanage 
ment, or waste may be reported directly to the OK 
by using its confidential hotline communication; 
system. The Hotline is in operation from 8:30 a.m 
to 5:00 p.m., eastern time, Monday through Fri 
day. Commerce employees may reach the Hotlim 
on 724-3519 (or 8-724-3519 on FTS lines fron 
outside the Washington area). If you are callinc 
from a private or commercial telephone outsid< 
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etropolitan D.C., use the Hotline toll-free num- 
3r, 800-424-5 1 97 or you may write to the IG at: 

Office of Inspector General 
Department of Commerce 
P. O. Box 612 
Ben Franklin Station 
Washington, D.C. 20044 

II information reported is strictly confidential. You 
ay remain anonymous if you wish. If you do 
'ovide your name, however, it will be disclosed 
ily with your prior consent unless disclosure is 
:>solutely necessary for judicial or administrative 
oceedings. 



Office of the Special Counsel 

If you observe or experience a prohibited personnel 
practice as described above, or if you have evi- 
dence of a violation of law, rule, or regulation; 
mismanagement; a gross waste of funds; an abuse 
of authority; or activities which are a substantial 
and specific danger to public health and safety, 
you may report these to the Office of the Special 
Counsel of the Merit Systems Protection Board. 
You may contact the Office of the Special Counsel 
by writing to: 

The Office of the Special Counsel 
Washington, D.C. 20419 

or calling (202) 653-7 188. 



Separations 



From time to time, it is necessary for employees 
to leave their jobs to be separated. This can be 
voluntary (for personal reasons) or involuntary 
(at the request of the agency). Examples of volun- 
tary separation might be that you resign because 
you are leaving the area or that you want to transfer 
to another agency or to a non-Government job 
locally. An involuntary separation could occur if 
the agency were forced, because of budget restric- 
tions, to reduce its number of workers. Or an 
employee could be removed for unsatisfactory con- 
duct or poor work performance. The personnel of- 
fice or your supervisor can explain these 
things to you. 

When you Leave 

You must complete a CD-126, "Clearance of 
Employee Accountability," before you end your 
employment with Commerce. All Government prop- 
erty, transportation requests, correspondence, 
records, identification cards and library materials 
must be accounted for, and any indebtedness for 
overdrawn leave or advance of funds must be set- 
tled before final salary payment is made or you are 
paid a lump sum for your unused leave. 

Transfer or Resignation 

Commerce wants to retain its productive employees, 
whenever possible. However, no one will be hin- 
dered from resigning or from transferring to another 
Government agency. 

Supervisors may neither force an employee to 
resign nor refuse to accept a resignation, whatever 
the reason. If an employee resigns in the face of 
agency action to remove him or her for poor perfor- 
mance or misconduct, the official resignation 
papers will state that. 

As your part in keeping your voluntary separation 
fair and equitable, you are expected to advise your 
supervisor at least two weeks in advance of the 
date on which you expect to leave. This allows a 
reasonable time to find a replacement. 

You should submit your resignation in writing, 
giving the reason for it, the last working day, and 
your forwarding address. Standard Form 52, which 
may be obtained from your supervisor or the per- 
sonnel office, is preferred for this purpose. 

Reductions in Force 

Reductions in force are sometimes necessary be- 
cause the work unit lacks funds, there is a reorga- 
nization, or the work is completed. 



If you are ever involved in a reduction in force, yoi 
will be given at least a 30-day advance notice 
before separation or change to a lower grade 
Employees who are placed in a lower grade as < 
result of a reduction in force receive special consid 
eration for repromotion. 

In general, persons having appointments of on< 
year or less are separated first. All other employee! 
are placed in 'tenure' groups; these define whicf 
employees are retained longest and which employ 
ees are separated first. 

The order in which employees are separated h 
determined by Office of Personnel Managemen 
regulations. A listing which shows the order o 
release by kind of job is called a 'retention register. 
Your type of appointment, whether you are < 
veteran, your length of service, and your recen 
performance appraisal ratings affect your stand 
ing on the list. You may see the list in the person 
nel office. Questions will be answered there or b< 
your supervisor. 

The names of career and career-conditional em 
ployees who are separated by a reduction in forci 
are placed on Commerce's Reemployment Priorit 1 
List. They will receive first consideration whei 
vacancies occur for which they are qualified. Thi 
names of career employees will be on the priorit 
list for two years, and the names of career-condi 
tional employees for one year from the date o 
separation. 

Reductions in force are handled somewhat different 
ly for Senior Executives. An SES employee who i: 
riffed is entitled to be placed in any vacant SE5 
position in the Department for which he or she i 
technically qualified. If there are no positions ii 
the Department, the Office of Personnel Manage 
ment searches other agencies for a suitable posi 
tion. If all else fails, the Senior Executive is placei 
in a GM-15 position. 

You may appeal a reduction in force to the Meri 
Systems Protection Board if you believe your right 
have been violated under the regulations. Thi 
appeal must be in writing and within 20 days c 
the effective date of the reduction in force action. 

Severance Pay 

If you are involuntarily separated from Federa 
service and are not due an immediate annuity unde 
the retirement system, you may be eligible fc 
severance pay. Eligibility depends upon the typ 
of appointment and a minimum length of service 



he amount of severance pay is determined by 
asic pay at the time of separation, length of 
sderal service, and age. The money is paid at 
igular intervals until the severance pay fund is 
(hausted. For further information, check with your 
srsonnel office. 

eparation During Probationary Period 

you are a new general schedule employee with 

career-conditional appointment, you must serve 

one-year probationary period. If your perfor- 

lance or conduct are deficient during the year, you 

lay be separated. Usually, unsatisfactory proba- 

:>nary employees are notified of their separation in 

Titing. During the probationary year, you also may 

e separated for unacceptable conduct before 

mployment for example, for intentionally falsi- 

ring your application. 

Reparation for Cause 

he law requires that any employee be separated 
'hose conduct or performance is such that reten- 
on would not be in the best interests of the Gov- 
rnment. Supervisors are responsible for recom- 
lending separations for cause. 

mployees with a year or more continuous employ- 
lent in the competitive service on nontemporary 
Dpointments and employees with veterans prefer- 
nce in the excepted service with a year or more 
ontinuous service, have a right to an advance 
otice and reply to the agency's intention to sepa- 



rate them for cause, if they are not on a proba- 
tionary or trial period. Any reply made is carefully 
considered, and the employee is notified in writing 
of the agency's decision before final action is taken. 
The notice of decision contains information about 
rights to appeal to the Merit Systems Protection 
Board. The employee can select a representative 
to assist in the preparation and presentation of his 
or her case. 

An employee may be suspended, put in a lower 
grade or reassigned if such an action is taken for 
cause and promotes the efficiency of the service. 

Unemployment Compensation 

If you are separated, you may be entitled to un- 
employment compensation. But you must file a claim 
and register for work with the local office of your 
state employment service to receive unemploy- 
ment benefits. This should be done as soon as you 
are separated. 

Your eligibility for unemployment compensation, 
the amount of money you will receive and the 
number of weeks for which you may be paid will 
depend upon the law of the state having jurisdiction 
over your claim. To facilitate the processing of your 
claim, bring your SF-8 (Notice to Federal Employ- 
ees about Unemployment Insurance), your latest 
SF-50 or SF-50B (Notification of Personnel Action) 
and your latest AD-334 (Statement of Earnings and 
Leave) to the local office when you file. You should 
receive these forms from your personnel officer or 
with your last paycheck. 



Retirement 



General Information Most Federal civilian 
employees are covered by either the Civil Service 
Retirement System (CSRS), the Federal Employ- 
ees' Retirement System (FERS), or the CSRS Off- 
set System {CSRS Offset). Employees hired under 
temporary appointments of less than one year or 
excepted intermittent appointments are covered 
only by the Social Security system. For more spe- 
cific information about the retirement program, 
contact your servicing personnel office. NOTE: This 
section does not address the Foreign Service 
Retirement and Disability System (FSRDS) or the 
Foreign Service Pension System (FSPS). If you are 
a participant of one of these retirement systems, 
you should contact the Office of Foreign Service 
Personnel for more specific information. 

I. Civil Service Retirement System 

The Civil Service Retirement System (CSRS) is a 
single pension plan funded by contributions 
received from the employee and the Govern- 
ment. You are guaranteed that the amount that 
you contribute to the retirement fund is paid to 
you or your survivors as a retirement benefit. 

A. Coverage You are covered by CSRS if you 
were: 

first hired on or before December 31,1 983, and 
were continuously covered by CSRS. 

previously covered by CSRS and were rehired 
after a break in service of less than one year. 

B. Retirement Eligibility The following table 
shows when you are eligible to retire and 
receive benefits from the retirement fund: 



TYPE OF 
RETIREMENT 


LENGTH OF 
SERVICE 
AGE. REQUIREMENT 


Optional 

Early Out (Major RIF) 
Discontinued 
Service 

Deferred 
Disability 
Special (Law Enforce- 


55 
60 
62 
50 

Any Age 
62 
Any age 
50 


30 
20 
5 
20 

25 
5 
5 
20 



ment and Fire- 
fighters) 



C. When Annuities Begin If you retire on dis- 
continued service retirement, your annuity begins 
the day after separation. If you retire under an\ 
CSRS or CSRS Offset optional retirement provi- 
sion on the last day of the month or within the 
first three days of a month, your annunity is 
computed beginning the next day; otherwise, ii 
is computed beginning the first day of the fol- 
lowing month. If you retire under FERS, youi 
annunity begins the first of the following month. 11 
you retire on disability, your annuity begins the 
first day you enter a continuous non-pay sta- 
tus, or the day after separation, whichever is 
earlier. 

D. Factors That May Affect Your Annuity 

1. Disability If you retire on disability undei 
age 60, you are guaranteed a minimum basic 
annuity amounting to the lesser of: a) 40 per 
cent of your high-three average salary, or b) ar 
annuity figured under the general formula as 
though service had continued to age 60. 

2. Survivor Benefits a) At retirement, you ma^ 
elect full survivor benefits for a current spouse 
(55 percent of your unreduced annuity), a lesj 
than full or no survivor annuity provided the 
current spouse so consents, or you may name i 
person having an insurable interest to receive 
an annuity. If you elect a full survivor annuity 
you will receive a reduced annuity during you 
lifetime; if you elect a partial or no survive 
annuity, spousal consent is required, b) If yoi 
die after 18 months of civilian service you 
surviving spouse(s) will receive 55 percent o 
your earned annuity; eligible dependent chil 
dren under 18 or any unmarried children be 
tween 18 and 22, who are full time student; 
may also receive benefits, c) If you have nc 
survivors eligible for an annuity, the balance 
in your retirement account is paid in a lurrtf 
sum in the following order: parents, estate 
next of kin. If you wish to specify a differen 
order or a person not includeej above, see you 
personnel office. 

3. Deposits/Redeposits If you have Fed 
eral service for which no CSRS retirement con 
tributions were made (e.g., temporary appoint 
ments, military service) or if you received i 
refund of contributions, you may wish to make i 
deposit or redeposit to cover that service time 
Deposits and redeposits can significantly af 
feet the amount of your annuity. See your per 
sonnel office for further details. 



4. Part-time Employment If you worked 
part-time before April 7, 1986, you will be 
given full credit for all service performed prior 
to that date. Part-time service performed on 
or after April 7, 1986, will be prorated (part- 
time hours worked divided by number of hours 
you would have worked if full time) and credit 
will be given for days or hours actually worked. 

5. Special Retirement Provisions If you 

occupy an approved law enforcement or fire- 
fighter position, you may be required to retire 
at age 55 if you have 20 years of service. Your 
unreduced annuity will start immediately. 

6. Thrift Savings Plan (TSP) See Section 
IV. 

7. Deferred Annuity If you meet the general 
requirements and are separated from the Fed- 
eral service for any reason before meeting 
the age requirements for an immediate annuity, 
you may receive a deferred annuity which is 
payable at age 62, unless you waive the rights 
to an annuity by applying for and receiving a 
refund of retirement deductions. 

8. Alternative Annuity With certain excep- 
tions, you may at retirement elect a lump sum 
payment equal to your retirement contribu- 
tions. You will receive 60% at time of retire- 
ment and 40% plus interest one year after re- 
tirement. This method of payment will remain 
in effect until 10-1-89, when 100% will be 
payable at time of retirement. In addition, you 
will receive a reduced monthly annuity. An al- 
ternative annuity cannot be selected by an em- 
ployee retiring on disability, an employee who, 
at time of retirement, has a former spouse 
who is entitled by court order to a survivor 
annuity, or a married employee UNLESS the 
employee's spouse specifically consents to 
the election. 

CSRS Offset 

A. Coverage and Contributions If you have 
five or more years of service and are rehired 
with a break in service of at least 365 days 
after 1983 ; you are covered by and pay for 
both Social Security and CSRS and are referred 
to as a CSRS Offset employee. All rules that 
apply to full CSRS employees will also apply 
to you. 

3. Benefits Your CSRS annuity is reduced 
(offset) when you become eligible for Social 
Security (Usually age 62). The reduction is 
equal to your Social Security benefit credita- 
ble for service after 1983 when you paid both 
CSRS and Social Security. In no instance will 
the reduction result in a benefit less than the 



C. Transfer Considerations If you are reem- 
ployed after a break in service, you may transfer 
to FERS within six months after date of rehire. 
You also have 30 days in which to elect or 
change TSP. Your annuity will be computed 
under the CSRS formula for the time worked 
under the CSRS system and under the FERS 
formula for the remainder of your covered 
service. Retirement eligibility and death bene- 
fits are always based on FERS rules if you 
transfer to FERS. 

Ml. Federal Employees Retirement Sys- 
tem (FERS) 

A. Coverage You are covered by FERS if you: 

were first hired in a position providing civil 
service retirement on or after January 1 , 1 984, 

are hired under a temporary, term, taper, or 
intermittent appointment of one year or more; 

were rehired with a break in service of more 
than one year and had less than five years of 
previous creditable civilian service as of De- 
cember 31,1 986 (or date rehired, if later); 

rehired after separation from a FERS position. 

transfer from CSRS or CSRS Offset to FERS during 
a designated open season or six months from 
date of rehire. 

B. Components, Contributions and Bene- 
fits FERS is a three-tiered retirement plan 
comprised of Social Security, a Basic Benefit 
Plan and a Thrift Savings Plan. 

1. Social Security is made up of two parts, 
each requiring contributions from you: Medicare 
Hospital Insurance Tax which covers a portion 
of hospital expenses incurred after age 65, and 
Old Age, Survivors and Disability Insurance 
(OASDI) which provides your Social Security 
retirement benefits. OASDI benefits are paid to 
you only if you are at least age 62 and have paid 
Social Security taxes for the required period of 
time (40 quarters if born after 1928, year of 
birth plus 1 1 if born 1928 or before). To qualify 
for disability retirement you must have met the 
Social Security eligibility requirements and must 
have earned a specified number of quarters before 
becoming disabled. 

2. Basic Benefit Plan provides retirement, dis- 
ability and survivor benefits in addition to those 
you receive from Social Security. Survivor and 
disability benefits are available after 18 months 
of creditable civilian service. To receive all other 
benefits from this portion of FERS, you must 
have at least five years of creditable civilian 
service. 

3. Thrift Savings Plan See Section IV. 

C. Eligibility for the Basic Annuity the fol- 
lowing table shows when you may retire and 
whether you will receive a reduced or unreduced 



Type of Year of 
Retirement Birth 



Minimum Service 

Service For 

For Reduced 

Minimum Unreduced Benefits* 

Age Benefits (Years) 



Optional and 


N/A 


62 


5 


N/A 


Deferred 


N/A 


60 


20 


N/A 




Before 1948 


55 


30 


10 




1948 


55 & 2 mos 


30 


10 




1949 


55 & 4 mos 


30 


10 




1950 


55 & 6 mos 


30 


10 




1951 


55 & 8 mos 


30 


10 




1952 


55 & 10 mos 


30 


10 




1953-1964 


56 


30 


10 




1965 


56 & 2 mos 


30 


10 




1966 


56 & 4 mos 


30 


10 




1967 


56 & 6 mos 


30 


10 




1968 


56 & 8 mos 


30 


10 




1969 


56 & 10 mos 


30 


10 




1 9 70 & After 


57 


30 


10 


Major RIF 


N/A 


50 


20 


N/A 


Discont. 


N/A 


Any 


25 


N/A 


Service 










Special ** 










Disability 


N/A 


Any 


1.5 


N/A 



'Reduction is 5 percent for each year the employee is under age 62. 
"Special-Law Enforcement & Firefighters. 

D. Factors That May affect Your Annuity 

1. Supplemental Annuity The purpose of 
the annuity supplement is to take the place of 
the social security tier of FERS which is not 
payable until age 62. You must have at least 
one year of FERS service to qualify for the 
supplement. The supplement is payable as 
follows: 

Voluntary Retirement Minimum Retirement 
Age (MRA) and 30 years 

Early Out Retirement receives supplement 
at MRA (55-57) 

Involuntary Retirement (Discontinued Serv- 
ice) receives supplement at MRA (55-57) 

Special Classes receive the supplement 
immediately. 

You are not eligible for the supplement when 
a voluntary retirement is being reduced be- 
cause you are under the age 62, or you are re- 
tiring on disability or deferred retirement. 

2. Disability Retirement You are eligible at 
any age for disability under the FERS Basic Annui- 
ty, if you have completed 1 8 months of creditable 
civilian service, are unable as a result of disease 
or injury to perform useful and efficient service 
in your position, and any vacant position at the 
same grade or pay level in the same commuting 
area. You may also qualify for Social Security 
disability benefits if you meet the Social Secu- 
rity eligibility and quarters of coverage require- 
ments. If you transfer from CSRS to FERS, all 
disability benefits will be computed under FERS 
rules. 

3. Survivor Benefits a) Survivor benefits may 
be paid under various conditions to current and/or 



marry after retirement. The rules and compute 
tions are complicated, you may wish to contac 
your servicing personnel office for details, 
you die while still in the Federal service, with 
least 18 months but less than 10 years of crec 
Stable civilian service, your eligible spouse wi 
receive a lump sum payment of $15,000 (ac 
justed for inflation) plus either half of your annui 
salary at time of death or half of your high thre 
pay whichever is higher. If you have at leas 
10 years of service, your eligible spouse wi 
also receive an annuity equal to half of yoi 
accrued Basic Annuity. Eligible dependent chi 
dren will receive an annuity similar to that unde 
CSRS but offset by any Social Security benefit 
paid; b) If you die as a FERS retiree, and ha 
elected full survivor benefits, your eligible spous 
will be paid 50 percent of the amount of yoi 
unreduced annuity plus an annuity supplemer 
if he/she is under age 60 and not eligible fc 
Social Security benefits. (Your annuity will b 
reduced by 10 percent annually during your life 
time to provide full survivor benefits). You ma 
elect a lesser or no survivor benefit with yoi 
spouse's consent; c) Unlike CSRS, your eligibl 
surviving spouse may receive an annuity if yc 
die after leaving Federal employment with c 
least 10 years of service but before receiving a 
annuity (e.g. deferred retirement). The unreduce 
benefit, which equals one-half of your accrue 
basic benefits, begins at the time when yc 
would have reached age 62; it may begin sooner 
your spouse elects a reduced annuity; d) If yc 
die with no survivors, the balance in your retir 
ment account is paid in a lump sum to any inc 
vidual(s) you have designated. 

4. Refunds and Deposits If you receive a refur 
of FERS deductions you may not redeposit the* 
funds and the period covered by the refund vv 
not be counted for eligibility to retire, or in tf 
computation of your annuity. Periods for whic 
no retirement deductions were made are n< 
creditable for computation or eligibility purposes. 

5. Part-time Employment Part-time servic 
will be prorated (part-time hours worked divide 
by the number of hours you would have work* 
if full-time) and credit will be given for days 
hours actually worked. 

6. Special Retirement Provisions If yc 

occupy an approved law enforcement or fir 
fighter position under FERS you may retire 
age 50 with 20 years of service or at any ac 
with 25 years of service and receive an unreduce 
annuity. If you have 20 years of covered servic 
you may be required to retire at age 55. 

7. Thrift Savings Plan See Section IV. 

8. Alternative Annuity With certain exce| 
tions, you may at retirement elect a lump su 
payment equal to your retirement contribution 
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1-0% plus interest one year after retirement. 
rhis method of payment will remain in effect 
jntil 10-1-89, when 100% will be payable at 
:ime of retirement. In addition, you will receive 
a reduced monthly annuity. An alternative annuity 
:annot be selected by an employee retiring on 
disability, an employee who, at time of retire- 
ment, has a former spouse who is entitled by 
:ourt order to a survivor annuity, or a married 
smployee UNLESS the employee's spouse spec- 
fically consents to the election. 

, Thrift Savings Plan 

Thrift Savings Plan The third tier of FERS 
offers CSRS and CSRS Offset employees a unique 
tax deferred savings plan that is similiar to 401(k) 
plans. While employed, FERS, CSRS and CSRS 
Offset employees may voluntarily contribute to 
the TSP up to the annual maximum determined 
each year by IRS. CSRS and CSRS Offset employ- 
ees may contribute up to five percent of basic 
pay and FERS employees may contribute up to 
10 percent. If you are an eligible FERS employ- 
ee, a TSP account will be automatically opened 
for you and the Government will contribute one 
percent of your salary each pay period whether 
you contribute or not and will match your con- 
tributions up to a limit of five percent of your 
salary (including the initial one percent Govern- 
ment contribution). CSRS and CSRS Offset 
employees will not receive any government con- 
tributions. During periodic open seasons you 
may enroll, change contribution rates or termi- 
nate contributions. 

Benefits The amount you receive as an annu- 
ty or withdraw from your account depends on 
low much you contributed and earned on your 
contributions throughout your years of employ- 
nent. How you may withdraw the amount in 
/our account depends on your eligibility for 
retirement benefits. If you need help in deter- 
mining your eligibility, contact your servicing 
Dersonnel office. You may choose to: 
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Individual Retirement Account or other eligible 
retirement plan. (This is the only option for par- 
ticipants who leave the Government with less 
than five years of service). 

2. Receive a lump sum or a series of equal install- 
ment payments over an extended period (e.g., 
5, 10, or 15 years). 

3. Receive either an immediate or deferred life 
annuity based on your account balance with or 
without survivor benefits. 

4. Postpone your decision to a later date. 

C. Investment Options FERS employees are 
also eligible to contribute to one, two or all 
three of the following investment funds (CSRS 
employees can only contribute to the Govern- 
ment Securities Investment Fund): 

1. Government Securities Investment 
(G) Fund Special issue risk-free securities 
guaranteed by the United States Government. 

2. Fixed Income Investment (F) Fund A 

bond index which will provide a fixed rate of 
return for a specified period of time. 

3. Common Stock Investment (C) Fund 

Equity investments are made in proportion 
to a diversified common stock index with 
periodic varying rates of return. 

D. Loan Program You may borrow only your 
contributions to the Plan and the earnings on 
them. You may not borrow against the Gov- 
ernment contributions made to your account. 
You must have at least $1,000 of your own 
contributions and associated earnings in the 
Plan account before you can apply for a loan. 
Loans will be approved by the Federal Retirement 
Thrift Investment Board for the purchase of a 
primary residence, medical expenses, educa- 
tional expenses, and financial hardships only. 
The application form is available from your 
servicing personnel office, and loans are repaid 
through regular payroll deductions. A taxable 
distribution will be declared if you do not meet 
certain terms of your loans. 



NOTES 



